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 Air Force Career Counseling



 Tips to providing effective career counseling.



	Introduction


	Airman and NCOs differ widely in their approach to making a career decision.  Some know exactly what they are going to do; others have vague, unrealistic plans and require not only assistance but advice as well.  Our primary responsibility as leaders and supervisors is to provide information that will positively influence career decisions.  Remember that it’s a big decision, a decision that should not be made hastily.

The Air Force wants to make sure each individual contemplating a career decision has sufficient information about opportunities that are available.  And that’s the whole idea behind career counseling and the Air Force benefits fact sheet. The Air Force needs our help in retaining the right number of first and second term airmen to sustain the right combination of manpower and skills.  Supervisors and commanders play a critical role in an individual’s decision to stay with the Air Force.  



	Your Role
	Defined by AFI 36-2618, The Enlisted Force Structure,  para 4.1.1 (page 7)

NCOs (Supervisors) must:

4.1.1 Consider the professional development of their subordinates as a primary responsibility.  Providing career counseling to the subordinates on benefits, entitlements, and opportunities available in an AF career.  Counseling occurs in conjunction with performance feedback counseling or when an individual comes up for quality review under the Selective Reenlistment Program.  Review with each individual the AF Benefits Fact Sheet, and provide each individual a copy at the end of the counseling session. 



	
	1. First line supervisors are critical to successful career counseling because:

· You interface with your people on a daily basis

· You are the first point of assistance for airmen with career questions

· What you say can influence an entire workcenter

2. Remember to promote a “career mindset”  

3. If you can’t help - DON’T HURT!



	Four Keys 

to Career Counseling
	1. First: Know the facts!

· Pay and allowances

· Personnel programs (assignments, retraining, commissioning)

· Educational opportunities

· Services/Support Programs (BX, outdoor recreation, chapel)

· Career issues (promotions, professional military education)

· AF history and heritage 

2. Second: Give them the facts!

· Must be timely to be beneficial

· Must be easy to understand

3. Third: Let them decide!

· What’s right for you may not be right for them.

· Standby to provide additional guidance if needed

4. Fourth: Refer them to the experts when needed!

· MPF, Education Center, Family Support Center, etc.

· Chief Master Sergeant, Superintendent, First Sergeant or other mentor

· Career Assistance Advisor


	Career Counseling

(Getting started)
	1. Get to know your troops and get them talking.

2.   Find out what the airman wants, then help find the best way for them to get it. Supervisors need to look for anything that will influence the career decision.

Find points of interest by asking questions. Get the conversation started.
3. Ask questions on breaks and during feedback.  Get to know the people who work for you.  

4. Questions to ask:

· What’s your greatest achievement in the AF?

· What are your goals/expectations?

· What do you like about working here?

· Why would you leave the company?

5.  Single Airmen: Do you have hobbies?  How do you like living in the dorm? Do you have a lot of friends? How do you feel about moving from place to place?  Do your parents support your career? 

Note:  Don’t sell retirement to a single airman! Instead, focus on the short-term -next four years (i.e., gaining additional job experience, retraining, travel, education/commissioning programs, free room/board, friendships).
6.  Married Airmen: Do you have children?  Does your spouse work outside the home?  How does your spouse feel about the AF?  What are your thoughts on medical care? Do you live on base?

Note: Married Airmen are interested in job security.  Couple retirement with all the other benefits/entitlements, such as medical and dental, and you’ll have a combination that will surpass almost anything civilian industry offers.
7.  Ask open ended/general questions: What are your ambitions? Do you like your assignment/AFSC?  If not, what would you change?

8.  Now that you have them talking, do you take the Direct or Indirect 

approach?

· Direct approach is simply asking them if they are going to reenlist.

· Indirect approach leads the conversation toward discussing long term goals.


Advantages to direct approach:

· Get straight to the point, takes less time

· You can quickly smoke out objections

· You still have a chance to influence career decisions on doubtful prospects

· Some airmen still prefer advice, especially from older, more experienced NCOs


Disadvantages to direct approach

· The airman could resent the “forward march” approach

· Some might think, “It’s the same old military bit.  They talk. I listen.”

· You might not find out the real objections because you haven’t taken the time to establish a friendly atmosphere with him/her

Indirect Approach

· Put the person at ease - chat about sports, goals, hobbies…anything BUT reenlistment

· Once relaxed, ask questions about aspirations

· Then, keep quiet and LISTEN!


Advantages to indirect approach

· The shy type feels secure

· Listening is a form of recognition

· It encourages folks to discuss things honestly and to voice objections


Disadvantages to indirect approach

This approach takes time.  You may not cover everything in just one session.  If you need to schedule an additional counseling session, do so as soon as possible.



	Influencing 
Career Decisions
	1. Recognize the importance of keeping skilled, professional airmen. Commanders/supervisors are at the heart of retention issue – very influential.

2. Nurture, challenge; ask and listen; mentor and appreciate.

3. Know it’s more than pay that makes them stay (patriotism, camaraderie, etc)

4. Ask what will keep them, then act. 

5. Demonstrate/explain how an AF career can help them reach their goals

6. Airmen are looking for guidance. Know that your words and actions impact/ influence:

· Those considering reenlistment

· Service in the guard and reserve

· And potential recruits

7. Things you can do:

· Stay informed 

· Show comparative wage and compensation data if troop is considering a civilian job (“The Riley Guide”:   http://www.dbm.com/jobguide)
· Know tangible/intangible benefits, entitlements, and advantages of an AF career  (AF benefits factsheet, other handouts)

· Share your story or others (testimony)


	In a Nutshell
	Love ‘em or Lose ‘ em

· Ask them

· Praise/reward them

· Challenge

· Encourage

· Mentor

· Trust/respect

· Encourage pride in our heritage



	Career Counseling Tools
	1.  Web-Based Tools

Air Force Retention Website

http://www.afpc.randolph.af.mil/afretention/
Air Force Career Corner

http://www.afpc.randolph.af.mil/careercorner/
Air Force Benefits Fact Sheet

http://www.afpc.randolph.af.mil/enlskills/benefits.htm
2. Non Web-Based Tools 

· Must Know Dates Worksheet -- Establishes milestones for First Term Airmen : Promotions to Amn, A1C, SrA, SSgt, BTZ eligibility, Feedbacks and EPR timeline

· Civilian Cost Comparison
· Career Progression 
· AFI Reference Listing


	
	3.  Military News Sources 

· NOTAMs

· Base newspaper and/or AF Times

· Daily DoD/AF News Articles – AF Link, Defense Link, Aimpoints



	
	4. Other Sources 

· Your supervisor and/or mentor

· Chief Master Sergeant, superintendent

· First Sergeant

· Military Personnel Flight

· Family Support Center 

· Education Office

· Career Assistance Advisor



	Summary
	The United States Air Force is the most powerful Air Force in the world. But, what will tomorrow bring? When you effectively career counsel, you:

· Promote a common understanding of the rewards of serving in the USAF

· Instill a sense of pride among AF members in being part of an organization that does worthy work around the globe 

Remember, get to know the Air Force personnel programs, education programs, benefits, compensation, history, and heritage.  Use the AF Benefits Fact Sheet while doing performance feedbacks (mandatory).  Promote TOTAL FORCE - active, guard, and reserve.  Support “ We Are All Recruiters” (WEAR) and the “Recruiter Assistance Program” (RAP).  YOU are the key to successful counseling and there are tools available to help you.




NOTE:  This guide was developed using information from the AFPC Retention Website and applicable Air Force, Command, and Base directives.
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